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 5.     Case Opening 
5.1  Opening to OASIS 

 
THE CODE OF VIRGINIA AND FEDERAL LAW REQUIRE THAT EVERY CHILD IN 
FOSTER CARE BE TRACKED SO THAT THE DEPARTMENT MAY MONITOR SERVICE 
DELIVERY AND PLANNING FOR ACHIEVING PERMANENCY. (§63.2-907)  This includes 
children placed under a non-custodial foster care agreement. OASIS is Virginia’s official 
system of record in which cases must be documented and tracked.  Data utilized for state 
and federal reporting and planning are extracted from OASIS; therefore, all case data must 
be entered into OASIS accurately and within 30 days of each case event occurrence.  
 

 
5.1.1 OPENING THE FOSTER CARE CASE IN OASIS 

 
 Information for every child in foster care must be entered into OASIS as soon as 

possible but no later than 30 days after the child’s custody is transferred to a 
local department of social services or he/she is placed in foster care.  A delay in 
the entry on OASIS will result in a federal penalty under the federal Adoption 
and Foster Care Analysis and Reporting System (AFCARS).  The worker is 
responsible for entering and updating all case  data in OASIS as soon as 
possible but no later than 30 days after, each activity or event.  

 
 The case is opened in the family’s name. 

 
 A child in the agency’s custody or placement is considered a member of a family 

case.  If there is no family, open the case in the child’s name. 
 

 
5.1.2 CHOOSING THE PROGRAM CATEGORY (FUNDING SOURCE SCREEN) 

 
There are two program categories for children in foster care.  These categories 
determine the source of maintenance payments made on behalf of the child.  In 
order to receive federal funding, workers must identify the program category on the 
Funding Source Screen in OASIS as follows: 

 
 CSA cases eligible for State Pool Funds; 

 
 Title IV-E cases eligible for Title IV-E federal funds.  Workers check Title IV-E as 

the program category when a child is Title IV-E eligible even when no Title IV-E 
payment is being made; for instance, when a child is receiving full SSI benefits, 
placed in a placement that is not eligible for Title IV-E funding, or a child on a 
trial visit home for less than six months.  

 
All cases must initially be opened as CSA cases until the eligibility determination for 
Title IV-E has been made.  On notification by eligibility staff that the case is Title IV-
E eligible, the service worker must change the program category and the source of 
payment on the Funding Source Screen in OASIS to Title IV-E.  No Title IV-E 
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maintenance payment shall be made until eligibility for Title IV-E has been 
determined. 

 
5.1.3 CHOOSING THE SOURCE OF PAYMENT 

 
Under source of payment on the funding sources screen, the agency checks what 
the source of payment is for maintenance payments. If the agency receives SSI or 
other resources for the child, the worker would choose “other resources’ and identify 
the resource the child receives.  Even if an agency initially pays for a child out of 
CSA and then reimburses CSA out of SSI, the agency should choose the resource 
that ultimately pays for maintenance as the funding source. 
   

5.2  Setting Up Paper Case Records 
 

OASIS contains the official case record for all foster care cases, and is supplemented with 
forms, letters, and other original hard copy documents which must be retained in the paper 
case record.  Most of the case documentation will be in OASIS however, and not in the 
paper file. It is not necessary to copy OASIS screens into the case record unless this is the 
local agency’s policy.  Original documents (Social Security Card, birth certificate, 
psychological reports, etc.) will remain in the paper record, as well as documents that 
require signature.  Many of the foster care forms are either in OASIS and can be completed 
and printed as needed, or are available on the VDSS Intranet at 
http://www.localagency.dss.state.va.us/divisions/dfs/fc/forms.cgi in a WORD format. (See 
Appendix A for a list of forms available). 
 
Material in the paper case record should be separated into divisions, grouping the same or 
similar forms and documents together.  Within each division, material must be fastened 
together in chronological order with the most recent material on top. A suggested paper 
Case Record format  follows:  
 
5.2.1 Key Documents, including: 

 
 Referral to eligibility for Title IV-E determination and Medicaid 
 Birth verification 
 Social security card and/or application 

 
5.2.2 Legal documents with original signatures, including: 

 
 Petitions 
 Entrustments 
 Service plans (including the court approved Individual and Family Service Plan 

(IFSP) 
 Court orders 
 ICPC Forms 

 
5.2.3 Agreements (with original signatures) including: 

 
 Non-Custodial foster care agreements 
 Foster family home placement agreements 

http://www.localagency.dss.state.va.us/divisions/dfs/fc/forms.cgi
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 Foster family home placement agreements 
 Independent living agreements (Transitional Living Plans) 
 Respite care agreements 
 Permanent foster care agreements 

 
5.2.4 Reports, including: 
 

 Social histories  
 School reports 
 Medical reports 
 Psychological reports 
 Quarterly provider reports 

 
5.2.5 Residential, including: 

 
 Application 
 Placement reports 

 
5.2.6 Correspondence, in chronological order, including: 

 
 Notice of visitation 
 Notice of placement change 
 Notice of panel review 
 CPS summary or affidavit  
 Other correspondence 

 
5.2.7 Purchase Orders and Invoices 

 
5.2.9 Adoption Documents 

 
 Termination of Parental Rights 
 Adoption Assistance Agreement (if applicable) 
 Adoptive home placement agreement 

 

5.3  Foster Family Record 
 

AFCARS reporting requires that basic demographic information about all foster families 
(public and private) be entered into OASIS.  This information is reported under the resource 
section of OASIS. The record for the agency approved foster home shall include all forms 
and information gathered during the study-evaluation and approval process.  (See Vol. VII, 
Section I, Chapter I.) 
 

5.4   Referrals For Maintenance: Title IV-E And State Pool Funds 
 

ALL CHILDREN IN FOSTER CARE PLACEMENT ARE ELIGIBLE TO RECEIVE ROOM, 
BOARD, and SUPERVISION.  Maintenance is defined by federal regulations as: 
PAYMENTS MADE ON BEHALF OF A CHILD TO COVER THE COST OF (AND THE 
COST OF PROVIDING) FOOD, CLOTHING, SHELTER, DAILY SUPERVISION, SCHOOL 
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SUPPLIES, A CHILD’S PERSONAL INCIDENTALS, LIABILITY INSURANCE WITH 
RESPECT TO A CHILD, AND REASONABLE TRAVEL FOR A CHILD’S VISITATION 
WITH FAMILY OR OTHER CARETAKERS.  DAILY SUPERVISION INCLUDES DAY CARE 
WHEN THE FOSTER PARENT WORKS OR NEEDS TO ATTEND MEETINGS RELATED 
TO THE CHILD.  DAY CARE MUST BE WITH LICENSED OR FULLY APPROVED 
PROVIDERS. (See Section 12.1 for maintenance payment information). 
 
Funding sources for paying the costs of maintenance and procedures for determining the 
source to be used are described below. 

 
5.4.1 TITLE IV-E ELIGIBILITY REQUIREMENTS 

 
This is a method of funding using State and federal funds, which pays for 
maintenance only.  ALL CHILDREN IN CARE ARE TO BE REFERRED TO 
ELIGIBILITY STAFF FOR AN INITIAL DETERMINATION OF TITLE IV-E 
ELIGIBILITY.  The services staff must refer a child for screening within 10 calendar 
days of the court commitment order, or the date the voluntary entrustment 
agreement is signed, or the date the non-custodial agreement is signed  (TITLE IV-
E Eligibility Manual, Section 202.10, A).  The service worker is responsible for 
referring and providing information to the eligibility worker that is used in making the 
Title IV-E eligibility determination.  The Title IV-E/Medicaid Eligibility Form may be 
obtained at VDSS Intranet at 
http://www.localagency.dss.state.va.us/divisions/dfs/fc/forms.cgi in a WORD format. 
FOR A CHILD TO BE TITLE IV-E ELIGIBLE, THE FOLLOWING REQUIREMENTS 
MUST BE MET:   

 
5.4.1.1 DURING THE MONTH COURT ACTION WAS INITIATED (THE MONTH 

IN WHICH A PETITION WAS FILED TO REMOVE OR PLACE THE 
CHILD, OR AN EMERGENCY REMOVAL ORDER WAS ENTERED, OR 
A DETENTION ORDER WAS ENTERED) OR VOLUNTARY 
ENTRUSTMENT OR NON-CUSTODIAL FOSTER CARE PLACEMENT 
OCCURS, THE CHILD: 

 
 WOULD HAVE BEEN ELIGIBLE FOR ASSISTANCE UNDER AFDC 

AS IT WAS IN EFFECT JULY 16, 1996 (SEE TITLE IV-E Eligibility 
Manual); OR  

 
 WAS LIVING WITH A SPECIFIED RELATIVE AND WOULD HAVE 

BEEN ELIGIBLE FOR AFDC AS IT WAS IN EFFECT AS OF JULY 
16, 1996 HAD APPLICATION BEEN MADE; OR   

 
  WAS NOT LIVING WITH A SPECIFIED RELATIVE, BUT HAD 

LIVED WITH A SPECIFIED RELATIVE SOME TIME DURING THE 
SIX MONTHS PRIOR TO THE MONTH IN WHICH COURT ACTION 
WAS INITIATED AND WOULD HAVE BEEN ELIGIBLE FOR AFDC 
AS IT WAS IN EFFECT JULY 16, 1996 IF AN APPLICATION HAD 
BEEN MADE AND THE CHILD HAD BEEN LIVING WITH THAT 
RELATIVE DURING THE MONTH COURT ACTION WAS 
INITIATED. 

 

http://www.localagency.dss.state.va.us/divisions/dfs/fc/forms.cgi
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5.4.1.2 THE CHILD IS YOUNGER THAN 18 YEARS. 
 
5.4.1.3 THE COURT ORDER APPROVING THE PLAN FOR PLACEMENT IN A 

NON-CUSTODIAL FOSTER CARE PLACEMENT OR COMMITTING 
THE CHILD TO FOSTER CARE MUST CONTAIN A STATEMENT THAT 
CONTINUATION IN THE HOME WOULD BE CONTRARY TO THE 
WELFARE OF THE CHILD AND A STATEMENT THAT REASONABLE 
EFFORTS HAD BEEN MADE TO PREVENT REMOVAL.  A 
STATEMENT THAT IT IS IN THE CHILD’S BEST INTEREST TO BE 
PLACED IN FOSTER CARE OR THAT THERE IS NO LESS DRASTIC 
ALTERNATIVE THAN REMOVAL OF THE CHILD FROM HIS/HER 
HOME CAN SUBSTITUTE FOR THE CONTRARY TO THE WELFARE 
STATEMENT. 

 
5.4.1.4 EFFECTIVE MARCH 27, 2000, NUNC PRO TUNC ORDERS ARE NOT 

ACCEPTABLE AS AMENDMENTS OR CORRECTIONS TO INITIAL 
COURT ORDERS LACKING REQUIRED WORDING. 

 
5.4.2 TITLE IV-E PLACEMENT REQUIREMENTS 

 
TO BE ELIGIBLE FOR TITLE IV-E MAINTENANCE PAYMENTS, THE CHILD 
MUST BE PLACED IN ONE OF THE FOLLOWING:   

 
 A local department FOSTER HOME APPROVED AS FULLY MEETING STATE 

STANDARDS FOR FOSTER FAMILY CARE (not emergency approval); 
 
 A FULLY LICENSED PRIVATE NON-PROFIT CHILD PLACING AGENCY 

LISTED IN THE CSA SERVICE DIRECTORY; 
 

 A FULLY LICENSED PRIVATE FOR-PROFIT CHILD PLACING AGENCY 
LISTED IN THE CSA SERVICE DIRECTORY if the maintenance payments are 
made directly to the provider and do not pass through the for-profit child placing 
agency.  For details, see Department Broadcast #2589, “Claiming Title IV-E 
Reimbursement for Maintenance Costs for Children Placed in For Profit 
Licensed Child Placing Agency Foster Homes” dated 3/5/04) 

 
 A FULLY LICENSED PRIVATE CHILD-CARING INSTITUTION LISTED IN THE 

CSA SERVICE FEE DIRECTORY; OR 
 
 A PUBLIC FACILITY LISTED IN THE CSA SERVICE FEE DIRECTORY, 

WHICH ACCOMMODATES NO MORE THAN 25 CHILDREN.   
 

5.4.3 SPECIAL REGULATIONS GOVERNING ENTRUSTED CHILDREN  
 

5.4.3.1 FUNDING FROM TITLE IV-E IS LIMITED TO 180 DAYS FOR 
CHILDREN IN CUSTODY PURSUANT TO A VOLUNTARY 
TEMPORARY ENTRUSTMENT AGREEMENT UNLESS THE 
AGREEMENT HAS BEEN APPROVED BY THE COURT AND THE 
COURT ORDER CONTAINS THE NECESSARY BEST INTERESTS 
AND REASONABLE EFFORTS STATEMENTS. 
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5.4.3.2 STATE LAW MANDATES COURT APPROVAL OF ALL TEMPORARY 

ENTRUSTMENTS FOR 90 DAYS OR MORE.  THIS MEETS THE 180 
DAYS REQUIREMENT.   

 
5.4.3.3 FOR A CHILD WHO IS PERMANENTLY ENTRUSTED TO BE ELIGIBLE 

FOR TITLE IV-E FOSTER CARE AND ADOPTION ASSISTANCE, 
THERE MUST BE: 

 
 A COURT HEARING WITHIN 180 DAYS OF THE PERMANENT 

ENTRUSTMENT; 
 
 A JUDICIAL DETERMINATION AND STATEMENTS ON THE 

COURT ORDER THAT REASONABLE EFFORTS WERE MADE TO 
PREVENT REMOVAL AND THAT THE PLACEMENT IS NOT 
CONTRARY TO THE WELFARE OF THE CHILD; AND 

 
 A TITLE IV-E PAYMENT MADE DURING THE ENTRUSTMENT 

PERIOD. 
 
5.4.3.4 FAILURE TO MEET REQUIREMENTS OF THIS SECTION WILL 

RESULT IN THE CHILD BEING INELIGIBLE FOR TITLE IV-E 
FUNDING.  DOCUMENTATION NOT RECEIVED BY 180 DAYS WILL 
RESULT IN THE CASE BEING CLOSED TO TITLE IV-E.  COSTS FOR 
THE CHILD'S PLACEMENT WILL BE PAID FROM STATE POOL 
FUNDS. 

 
5.4.4 INFORMATION SENT TO ELIGIBILITY FOR TITLE IV-E SCREENING 

 
THE FOLLOWING INFORMATION IS TO BE SENT TO THE ELIGIBILITY 
WORKER:  

 
5.4.4.1 COPY OF THE PETITION AND INITIAL COURT ORDER WHICH 

CONTAINS REASONABLE EFFORTS DETERMINATION AND 
CONTRARY TO THE WELFARE STATEMENT. 

 
5.4.4.2 FOR ENTRUSTMENTS OR NON-CUSTODIAL FOSTER CARE 

PLACEMENTS, A COPY OF THE ENTRUSTMENT AGREEMENT OR 
NON-CUSTODIAL FOSTER CARE AGREEMENT. 

 
5.4.4.3 CHILD'S SOCIAL SECURITY NUMBER OR PROOF OF AN 

APPLICATION FOR A SOCIAL SECURITY NUMBER.   
 
5.4.4.4 BIRTH VERIFICATION.  
 
5.4.4.5 DESCRIPTION OF THE SITUATION FROM WHICH THE CHILD WAS 

REMOVED INCLUDING: 
 

 NAMES OF ALL PERSONS WITH WHOM CHILD WAS LIVING;  
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 RELATIONSHIP OF EACH TO CHILD;   
 
 DATE OF REMOVAL;  

 
 SPECIFIC INFORMATION ON BOTH PARENTS TO INCLUDE FULL 

NAMES, BIRTH DATES, SOCIAL SECURITY NUMBERS, 
WHEREABOUTS, EMPLOYERS' NAMES AND ADDRESSES, THEIR 
PARENTS' NAMES AND ADDRESSES; 

 
 INCOME OF ALL IMMEDIATE FAMILY MEMBERS WITH WHOM 

CHILD WAS LIVING (PARENTS AND SIBLINGS); 
 
 SCHOOL ENROLLMENT AT TIME OF REMOVAL AND AT TIME OF 

APPLICATION;   
 
 WHETHER THE CHILD WAS A RESIDENT OF VIRGINIA AT THE 

TIME OF THE ENTRUSTMENT, COMMITMENT, OR PLACEMENT; 
AND  

 
 WHETHER THE CHILD IS A CITIZEN OF THE UNITED STATES OR 

AN ALIEN. 
 
5.4.4.6 CURRENT FINANCIAL DATA RELATED TO INCOME AND RESOURCES 

AVAILABLE TO THE CHILD, SUCH AS SOCIAL SECURITY 
ADMINISTRATION, VETERANS ADMINISTRATION, SUPPORT FROM 
PARENTS, OTHER BENEFITS, EARNINGS, SAVINGS, TRUST FUNDS, 
AND FUNDS IN THE SPECIAL WELFARE ACCOUNT. 
 
 INCOME IS EITHER EARNED OR UNEARNED.  EARNED INCOME 

IS INCOME DERIVED FROM WAGES, SALARY, COMMISSIONS OR 
PROFIT FROM SELF-EMPLOYMENT.   

 
 UNEARNED INCOME IS INCOME FROM SOCIAL SECURITY AND 

OTHER BENEFITS, LUMP SUM PAYMENTS FROM AN INSURANCE 
POLICY, SALE OF PROPERTY, AND ANY OTHER UNEARNED 
SOURCE. 

 
5.4.4.7 VERIFICATION OF THE APPROPRIATENESS OF THE PLACEMENT 

RELATIVE TO TITLE IV-E FUNDING: 
 

 VERIFICATION OF A FOSTER HOME CONSISTS OF THE MOST 
RECENT APPROVAL PERIOD FOR THE HOME.   

 
 THE SERVICE WORKER IS RESPONSIBLE FOR ENSURING THAT 

THE AGENCY APPROVED PROVIDER COMPLIANCE FORM IS 
AVAILABLE TO THE ELIGIBILITY WORKER.  

 
 WHEN SENDING THE AGENCY APPROVED FORM TO THE 

ELIGIBILITY STAFF FOR THE PURPOSE OF ESTABLISHING OR 
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MAINTAINING A UNIT FILE, THE FRONT PAGE OF THE FORM IS 
SUFFICIENT.   

 
 VERIFICATION OF A RESIDENTIAL FACILITY'S ELIGIBILITY FOR 

TITLE IV-E PAYMENTS CONSISTS OF DOCUMENTATION OF THE 
ROOM AND BOARD RATE AGREED UPON BETWEEN THE 
AGENCY AND THE FACILITY, THE MOST RECENT APPROVAL 
DATE FOR THE ROOM AND BOARD RATE, ITS LICENSING AND 
NON-PROFIT STATUS, AND, IF PUBLIC, ITS CAPACITY.   

 
5.4.5 ADDITIONAL REQUIREMENTS FOR CONTINUING ELIGIBILITY FOR TITLE IV-E 

FUNDING AND REQUIREMENTS FOR ALL FOSTER CARE CASES. 
 

 THE COURT MUST HOLD A PERMANENCY PLANNING HEARING WITHIN 14 
MONTHS OF PLACEMENT; 

 
 THE AGENCY AND/OR COURT MUST HOLD HEARINGS AND REVIEWS, AS 

APPROPRIATE, EVERY SIX MONTHS;  
 

 THE AGENCY MUST DETERMINE WHETHER TO RECOMMEND 
TERMINATION OF PARENTAL RIGHTS AT THE TIME OF THE 
PERMANENCY PLANNING HEARING AND, IF THAT IS THE 
RECOMMENDATION, SEEK COURT APPROVAL FOR TERMINATION AT 
THAT HEARING BY SUBMITTING A SERVICE PLAN CHANGING THE GOAL 
TO ADOPTION.  THE AGENCY MAY ALSO SUBMIT THE PETITION FOR 
TERMINATION AT THE PERMANENCY PLANNING HEARING.  IF THE 
PETITION FOR TERMINATION IS NOT SUBMITTED THEN, THE AGENCY 
MUST PETITION AS SOON AFTER AS POSSIBLE (WITHIN 30 DAYS).   

 
 ANNUALLY, THE COURT MUST DETERMINE AT EACH COURT HEARING 

THAT REASONABLE EFFORTS HAVE BEEN MADE TO REUNITE; OR IF THE 
GOAL IS OTHER THAN RETURN HOME, TO FINALIZE A PERMANENT 
PLACEMENT FOR THE CHILD. 

 
FAILURE TO MEET THE ABOVE REQUIREMENTS WILL MAKE A CHILD 
INELIGIBLE FOR TITLE IV-E PAYMENTS FROM THE DATE THE REQUIREMENT 
IS DUE UNTIL THE REQUIRED ACTION OCCURS; I.E, THE COURT HOLDS A 
PERMANENCY PLANNING HEARING; THE COURT OR AGENCY HOLDS A 
REVIEW; THE AGENCY MAKES A DETERMINATION WHETHER TO TERMINATE 
PARENTAL RIGHTS AND FILES A PETITION, IF APPROPRIATE; AND THE 
COURT DETERMINES REASONABLE EFFORTS HAVE BEEN MADE TO 
REUNITE OR FINALIZE A PERMANENT PLACEMENT. 

 
5.4.6 MAINTENANCE PAYMENTS MADE FROM STATE POOL FUNDS 

 
This is a source of funding, using federal, state and local money under the 
Comprehensive Services Act for At-Risk Youth and Families. 

 
5.4.6.1 Costs of maintenance are paid from this source for all children who are 

not eligible for Title IV-E. 
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5.4.6.2 Local Community Planning and Management Teams will determine the 

referral and payment authorization procedures. 
 
5.4.6.3 THESE FUNDS CAN ONLY BE USED FOR PLACEMENT IN AN 

APPROVED OR LICENSED FACILITY OR FOSTER HOME. 
 
5.4.6.4 A case on referral for screening for eligibility for Title IV-E is coded to and 

paid from the CSA State Pool funding source until the child is found to be 
eligible for Title IV-E maintenance payments.  Maintenance payments 
are made from State Pool Funds only until the date of entitlement for 
Title IV-E.  State Pool Funds expended for maintenance during the 
referral process may be reimbursed by Title IV-E funds for maintenance, 
except for any period where the provider was not fully approved. 

 

5.5   Referral For Determination Of Medicaid (Title XIX) Eligibility 
 

Funding for medical services in this program is from state and federal funds provided 
through the State Department of Medical Assistance Services (DMAS).  Determination of 
eligibility is the responsibility of eligibility staff in the local department of social services.  
Service workers are responsible for submitting the Title IV-E/Medicaid Eligibility Form to the 
eligibility worker within 10 days of date of placement, available at  
http://www.localagency.dss.state.va.us/divisions/dfs/fc/forms.cgi in a WORD format. The 
Title IV-E/Medicaid Eligibility Form is the only form needed to apply for Medicaid for all 
children in foster care.  No eligibility forms are required.   

 
5.5.1    For children in non-custodial foster care, the parents or guardian must sign and file 

the application.  The parent or guardian cannot authorize the service worker to sign 
the application. 
 
Consult the Medicaid Manual, Volume XIII, Part III, Chapter A, for additional 
information.  

 
5.5.2 INFORMING MEDICAID OF CHANGES 

 
Eligibility for Medicaid is redetermined annually.  However, the service worker shall 
provide the Medicaid eligibility worker with any new information that might affect 
Medicaid eligibility within 10 days from the date of the change. 

 
Changes that might affect eligibility include: changes in income or resources 
(wages, inheritances, savings, etc.); return of a child to his home on a permanent 
basis; a trial home visit in excess of three months; termination of custody by the 
court or placement by the agency or parent; or release of the local social services 
agency of responsibility for aftercare supervision. 
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  5.6   Referral For Collection Of Child Support 
 

THE DEPARTMENT OF SOCIAL SERVICES IS CHARGED WITH COLLECTING 
SUPPORT FOR DEPENDENT CHILDREN (AS DEFINED IN §63.2-1903, CODE OF 
VIRGINIA) IN ACCORDANCE WITH STATE AND FEDERAL LAWS AND POLICIES AND 
PROCEDURES OF THE DEPARTMENT OF SOCIAL SERVICES' DIVISION OF CHILD 
SUPPORT ENFORCEMENT (DCSE).  THE COURT MUST ADDRESS PARENTAL 
SUPPORT AT THE TIME A CHILD IS PLACED IN FOSTER CARE OR REFER THE CASE 
TO THE DIVISION OF SUPPORT ENFORCEMENT (DCSE),  (§63.2-909).  THE AGENCY 
MUST ADDRESS SUPPORT IN AGREEMENTS SIGNED WITH PARENT(S) TO PLACE A 
CHILD IN FOSTER CARE, (§63.2-910). 

 
THE LOCAL AGENCY IS RESPONSIBLE FOR REPORTING TO THE DIVISION OF 
CHILD SUPPORT ENFORCEMENT (DCSE) ALL INFORMATION NECESSARY TO AID IN 
SECURING SUPPORT ON BEHALF OF CHILDREN. 

 
5.6.1 FUNDAMENTAL INFORMATION ABOUT SUPPORT 

 
 BOTH PARENTS SHOULD BE PURSUED FOR SUPPORT.   

 
 DCSE WILL COLLECT FUNDS FROM ABSENT PARENTS THAT MAY BE 

USED TOWARD THE REIMBURSEMENT OF FOSTER CARE 
EXPENDITURES. 

 
• THE STATE WILL RECEIVE THE STATE'S SHARE OF FUNDS COLLECTED 

BY DCSE FOR TITLE IV-E CHILDREN.  THE STATE WILL FORWARD THE 
FEDERAL SHARE TO THE FEDERAL GOVERNMENT.  SUPPORT 
COLLECTED IN EXCESS OF THE TITLE IV-E MAINTENANCE AMOUNT WILL 
BE FORWARDED TO THE LOCAL AGENCY.  FUNDS COLLECTED FOR 
NON-TITLE IV-E CHILDREN WILL BE FORWARDED TO THE LOCAL 
AGENCY.  SUPPORT IS PLACED IN SPECIAL WELFARE ACCOUNTS TO BE 
USED FOR REIMBURSEMENT OF FOSTER CARE EXPENSES FOR THE 
CHILD (e.g., maintenance, medical care not covered by Medicaid, and 
services).  If the child who has been discharged from foster care still has an 
open special welfare account, the money should be placed in that account and 
subsequently disbursed to the child’s parent(s), relative caretaker or the child if 
the child is over 18 and has no other legal guardian.  If the child has no open 
special welfare account, the local department should place the money in an 
account under the direction of the local department and from which the monies 
can be disbursed to the child’s parent(s), relative caretaker, or the child if the 
child is over 18 and has no other legal guardian.  These child support funds are 
not to be returned to DCSE. 

 
• IF THE AGENCY CANNOT LOCATE THE CHILD’S PARENT(S), RELATIVE 

CARETAKER, OR THE CHILD IF THE CHILD IS OVER 18, FOR A PERIOD OF 
ONE YEAR (§55-210.9), AND AFTER PERFORMING DUE DILIGENCE, i.e. 
attempting contact with the rightful owner at their last known address, and 
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performing any other efforts which would constitute an exhaustive search, these 
funds are to be remitted to the Virginia Department of Treasury, Division of 
Unclaimed Property. (§ 55-210.12)  Agencies are required to remit such funds 
that were due and payable by June 30th of any given year to the Department of 
Treasury, Division of Unclaimed Property by November 1st of that same year.  
Forms and instructions needed to remit this property may be obtained from the 
Treasury website at www.trs.state.va.us.  Questions about, or problems in the 
use of these forms should be directed to the Report Remit Supervisor at the 
Virginia Department of Treasury, 804-225-2463. 

 
 IF THE PARENT PROVIDES A FINANCIAL STATEMENT INDICATING 

HIS/HER ABILITY TO PAY, CHILD SUPPORT GUIDELINES WILL BE USED 
TO DETERMINE THE SUPPORT AMOUNT.   

 
 CURRENT SUPPORT PAYMENTS WILL BE ASSESSED FROM THE DATE 

OF CUSTODY OR WHEN THE PARENT(S) SIGNS AN AGREEMENT TO 
PLACE A CHILD IN FOSTER CARE.    

 
 DCSE WILL NOT COLLECT SUPPORT PAYMENTS FROM ABSENT 

PARENTS AFTER PARENTAL RIGHTS HAVE BEEN TERMINATED OR A 
PERMANENT ENTRUSTMENT HAS BEEN EXECUTED AND APPROVED BY 
THE COURT, UNLESS THE PARENTS HAVE ACCRUED ARREARS.  THE 
SERVICE WORKER MUST NOTIFY THE ELIGIBILITY WORKER IN WRITING 
WHEN TERMINATION OF PARENTAL RIGHTS OCCURS. 

 
 Support payments will not affect foster care payments made to foster parents. 

 
5.6.2 COURT ORDERED CHILD SUPPORT  

 
 THE PETITION REQUESTING CUSTODY OR FOSTER CARE PLACEMENT 

MUST ALSO REQUEST THAT THE ISSUE OF CHILD SUPPORT BE 
ADDRESSED AT THE INITIAL HEARING.  

 
 THE COURT MUST ADDRESS CHILD SUPPORT WHENEVER A CHILD IS 

PLACED IN FOSTER CARE. (§63.2-909) The court may determine the amount 
of support at the initial hearing, schedule another hearing to determine support 
when DCSE staff can be present, or refer the case to the Division of Child 
Support Enforcement (DCSE) to determine the support amount.   

 
 The local agency and district DCSE office will determine how DCSE staff will be 

informed of support hearings pertaining to children placed in foster care.  The 
service worker is not responsible for determining the child support amount. 

 
 If the service worker believes that the collection of support will interfere with the 

goal of returning the child home, the worker should inform the court at the 
hearing where child support is addressed of those specific concerns.  Refer to 
Section 5.6.6. 

 
 If the court orders support, the worker must complete the Interim Application for 

Child Support Enforcement Services and submit it to the district DCSE office 

www.trs.state.va.us
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within five days of the hearing.  The worker must still provide the Absent Parent 
Deprivation/Paternity Information Forms to the eligibility worker as part of the 
Title IV-E referral process.  If the worker is able to complete the full Absent 
Parent Deprivation/Paternity Information Forms and submit it to the district 
DCSE office within five days, the Interim Application for Child Support 
Enforcement does not have to be submitted to DCSE.  A copy of the Absent 
Parent Deprivation/Paternity Information Forms submitted to DCSE should be 
provided to the eligibility worker at the time of the Title IV-E screening (see 
Section 5.6.5). 

 
5.6.3 SECURING SUPPORT FOR CHILDREN (RESPONSIBILITY OF SERVICE 

WORKER) 
 

The service worker is responsible for identifying the absent parent(s) and 
completing the Absent Parent Deprivation/Paternity Information Form to provide 
information to DCSE staff regarding the absent parent(s) for whom paternity will be 
established and from whom support will be pursued.  One form must be completed 
on each parent regardless of whether they are living together or apart.  The 
information on the form should be accurate and up-to-date.  The Absent Parent 
Deprivation/Paternity Information Forms must either be submitted to DCSE within 
five days of the court hearing ordering support or to the eligibility worker at the time 
of the Title IV-E screening, along with a copy of the court order addressing custody 
or placement and support or the non-custodial agreement. 
 
 When children are placed in foster care through non-custodial agreements, the 

service worker is responsible for referring the case to DCSE at the time of the 
Title IV-E referral. 

 
 The service worker shall keep a copy of all support information and forms in the 

foster care record.   
 
 AS SOON AS THERE ARE CHANGES IN THE STATUS OF THE FOSTER 

CARE CASE OR IN THE SITUATION OF THE ABSENT PARENTS, THE 
SERVICE WORKER MUST NOTIFY THE ELIGIBILITY WORKER IN WRITING. 
 Refer to Section 10.2.2: Notice of Changes Affecting Child Support. 

 
5.6.4 IDENTIFYING THE ABSENT PARENT(S)  

FOR THE PURPOSE OF FOSTER CARE, "ABSENT PARENT" IS ANY PERSON 
OR PERSONS WHOSE PARENTAL RIGHTS HAVE NOT BEEN TERMINATED 
WHO IS REQUIRED UNDER LAW TO SUPPORT THE CHILD IN CUSTODY OF 
OR PLACED WITH A LOCAL AGENCY OR PUBLIC AGENCY DESIGNATED BY 
THE CPMT.   

 
THE "ABSENT PARENT(S)" MAY BE THE BIRTH PARENT(S) INCLUDING THE 
PUTATIVE FATHER OR THE LEGAL PARENT(S).  A PRIOR CUSTODIAN IS NOT 
REQUIRED UNDER LAW TO SUPPORT A DEPENDENT CHILD. 
 
The Federal Parent Locator Service (FPLS) may be used for location-only 
information when the service worker is attempting to locate an absent parent and 
the case has not been referred for full DCSE services due to a good cause claim. 
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The FPLS is accessed by completing the Virginia Department of Social Services 
Division of Child Support Enforcement “Application for Location Information” form, 
available on the VDSS Intranet at 
http://www.localagency.dss.state.va.us/divisions/dfs/fc/forms.cgi.  Workers 
should mail the completed form to the address on the form.  DCSE will send a 
written response to the worker in approximately ten days.  FPLS information should 
be filed in the child’s case record and all FPLS information obtained is to be kept 
confidential and not shared with other providers or individuals. 

 
 

5.6.5 COMPLETING THE ABSENT PARENT DEPRIVATION/PATERNITY 
INFORMATION FORM 

 
Information on the birth or legal parent(s) is needed on the Absent Parent 
Deprivation/Paternity Information Form in order to pursue support; including  

 
 Names and addresses; 
 Birth dates; 
 Social Security numbers; 
 Name and address of employers; and 
 Names of parents and the relatives of the responsible person(s). 

 
TITLE IV-E CHILDREN ARE MANDATED TO RECEIVE FULL DCSE SERVICES 
UPON REFERRAL. THE SERVICE WORKER MUST REQUEST FULL DCSE 
SERVICES FOR NON-TITLE IV-E CHILDREN unless good cause is claimed.  The 
service worker must check statement (A) requesting all services offered by DCSE 
on the Absent Parent Deprivation/Paternity Information Form, Section II: Child 
Support Enforcement Services for Medicaid Recipients. 
 

5.6.6 CLAIMING GOOD CAUSE 
 

IN CASES WHERE THE FOSTER CARE PLAN HAS THE GOAL OF RETURNING 
THE CHILD TO THE PARENT(S) AND COLLECTION OF SUPPORT WILL 
INTERFERE WITH ACHIEVING THAT GOAL, THE SERVICE WORKER MAY 
CLAIM GOOD CAUSE FOR THE PARENT OR PARENTS TO WHOM THE CHILD 
IS TO RETURN.  Claiming good cause will result in the case not being pursued by 
DCSE for collection of support.  

 
A GOOD CAUSE CLAIM SHOULD ONLY BE MADE WHEN THE SUPPORT 
COLLECTION WILL INTERFERE WITH THE ACHIEVEMENT OF THE PLAN OF 
REUNITING THE PARENT(S) AND CHILD, RESULTING IN EMOTIONAL HARM 
TO THE CHILD.  For example, a good cause claim may be made when the 
parent(s) situation results in the parent(s) possessing such limited financial 
resources that support collection would interfere with the parent(s) ability to meet 
conditions set forth in the foster care service plan or by the court and delay or 
prevent the child's return home.  Homelessness, living in substandard housing, 
participation in full time mental health or substance abuse treatment programs, or 
serious illness are situations that could result in a good cause claim.    

 

http://www.localagency.dss.state.va.us/divisions/dfs/fc/forms.cgi.
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A GOOD CAUSE CLAIM IS NOT MADE FOR THE PARENT TO WHOM THE 
CHILD WILL NOT BE RETURNED. 

 
GOOD CAUSE IS CLAIMED WHEN A PARENT SIGNS A PERMANENT 
ENTRUSTMENT AGREEMENT FOR THE PURPOSES OF ADOPTION OR 
PARENTAL RIGHTS HAVE BEEN TERMINATED. 

 
The service worker has the following responsibilities: 

 
 If the service worker believes that the collection of support will interfere with the 

goal of returning the child home, the worker should inform the court at the 
hearing where child support is addressed of those specific concerns.  The court 
will determine the support amount.  

 
 When completing the Absent Parent Deprivation/Paternity Information Form, if 

good cause is claimed, the worker indicates the reason for claiming good cause. 
 
 If, after the court has ordered support or DCSE has determined a support 

amount, the support collection interferes with the goal of return home, the 
worker may stop the support collection by claiming good cause.  The worker 
completes the Good Cause Determination Form (032-03-035) for each parent 
for whom good cause is claimed.  The form is submitted to the eligibility worker 
who is responsible for forwarding it to DCSE.  DCSE will stop pursuing support 
once good cause is claimed.  For those cases where support is court ordered, 
DCSE regulations allow the local agency to claim good cause without obtaining 
court permission.  The local agency should consult with its court to determine 
whether the court wants to approve changes in court ordered support or be 
notified when the agency claims good cause. 

 
 If the court has determined at the initial hearing that support collection will 

interfere with goal of return home and has ordered that the parent(s) pay no 
support, the agency must petition the court to order support when the parent(s)' 
situation improves and the collection of support no longer interferes with the goal 
of return home. 

 
 Once good cause is claimed, at each eligibility redetermination, the service 

worker is to notify the eligibility worker in writing whether good cause continues 
to exist.   

 
 

5.6.7 RESPONSIBILITY OF THE ELIGIBILITY WORKER   
 
 The Title IV-E eligibility worker is responsible for ensuring that information 

provided by the service worker is provided to DCSE for the Title IV-E eligible 
child.  The Medicaid worker is responsible for forwarding the Absent Parent 
Deprivation/Paternity Information Form to DCSE for non-Title IV-E children. 

 
 The eligibility worker is responsible for notifying DCSE at each eligibility 

redetermination on the status of the good cause claim. The service worker is 
responsible for evaluating whether good cause exists. 
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5.6.8 RESPONSIBILITY OF THE DIVISION OF CHILD SUPPORT ENFORCEMENT 

 
The Division of Child Support Enforcement will ensure the establishment of paternity 
where necessary, the establishment of a child support order where none exists, the 
establishment and enforcement of health care coverage and the collection of 
support for children upon receiving the referral where good cause does not exist. 

 

5.7   Arranging Visitation With Parent(s) Or Prior Custodians  
 

Efforts to maintain contact with the parent(s) or prior custodians in accordance with the 
goal for the child must begin as soon as the child is placed in foster care. 

 
5.7.1 THE CHILD AND PARENT(S) HAVE THE RIGHT TO VISIT AND MAINTAIN 

COMMUNICATION WITH EACH OTHER, UNLESS VISITATION HAS BEEN 
RESTRICTED BY THE COURT. (§63.2-912) 
 

5.7.2 At the time a child is placed in foster care, the service worker must encourage 
visitation and arrange with the parent(s) a mutually agreeable plan for visitation and 
other communication such as phone calls, email  and letters. 

 
5.7.3 The worker is responsible for facilitating visits.   
 
5.7.4 The frequency and location of the visits should be documented on the Foster Care 

Service Plan. 
 
5.7.5 Parent(s) must not be prevented from visiting with their children because they do not 

have transportation. The agency must assist the parent(s), when necessary, to 
assure that visitation occurs. 

 
5.7.6 If the agency wishes to terminate visitation, it must obtain court approval.  If the plan 

for visitation changes, parent(s) must be notified in writing.  
 
5.7.7 When a child is separated from siblings, the agency must arrange for regular 

visitation among the siblings.  
 
5.7.8 The requirement to maintain contact between the parent and child also applies to 

parent(s) who are incarcerated or in a treatment program unless the court has 
restricted contact. 
 

5.8   Referral For Services 
 

The service worker is responsible for referring the child and family to appropriate services 
identified through the assessment and service planning processes. 
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5.9   SSI And Other Potential Benefits 
 

The service worker is responsible for determining all financial resources available to the 
child, including SSI, governmental benefits, and private resources. 
 
The service worker is also responsible for assessing whether a child in care may be eligible 
for other benefits and referring that child for eligibility determinations.  These referrals 
should be made within the first six months of placement. 
 
5.9.1 ELIGIBILITY FOR SUPPLEMENTAL SECURITY INCOME (SSI) FOR CHILDREN 

 
An application for SSI should be considered if a child shows significant deficits for 
his or her age in cognition, communication, motor skills, social skills, 
personal/behavioral development or concentration in combination with any of the 
following: 

 
 Requires special education placement; 

 
 Experiences chronic illness or repeated surgeries; 

 
 Had low birth weight; 

 
 Functions three years or more below grade level; 

 
 Misses excessive school due to medical, psychological, or behavioral problems; 

 
 Has one of the following diagnoses: organic mental disorders; schizophrenia, 

delusional, schizoaffective, or other psychotic disorders; mood disorders; mental 
retardation; anxiety disorders; somatoform, eating, and tic disorders; personality 
disorders; psychoactive substance dependence disorders; autistic disorder; 
attention deficit disorder; or developmental and emotional disorder of newborn 
and younger infants; 

 
 Receives multi-disciplinary therapies; i.e. speech, physical, occupational, 

psychological, etc; 
 
 Requires highly supportive or structured settings to function; 

 
 Requires adaptations (wheel chairs) to function; 

 
 Has a condition, which will be fatal within a year; 

 
 Has complete or marked inability to stand or walk; 

 
 Has impairment causing complete inability to function independently away from 

home within age appropriate norms; 
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 Has had more than five foster home placements due to difficulty of care; 
 
 Has major congenital organ dysfunction that may lead to death if not surgically 

corrected by age 1; 
 
 Has marked restriction in performing activities of daily living; or 

 
 Has a history of placement in specialized or therapeutic foster care, teaching 

home programs, group homes, or residential treatment facilities due to medical, 
psychological, or behavioral reasons or need for intensive support services. 

 
5.9.2 REPRESENTATIVE PAYEE 

 
For children in foster care, the local agency will generally serve as the 
representative payee for a child receiving Social Security benefits. As representative 
payee, the agency will receive the benefits and is responsible for ensuring that 
benefits are used to meet the needs of the child and accounting for the use of funds. 
When a child leaves foster care, the agency must inform the local Social Security 
Administration (SSA) office immediately of the change in placement. It must return 
accumulated SSI funds to SSA.  SSA will disperse the accumulated SSI funds to the 
next payee for the child.  All accumulated funds belong to the child. 

 
5.9.2.1 Lump Sum Retroactive SSI Payments  

 
When a child receives SSI, local agencies must establish a Special 
Welfare Account for the child (See Section 5.10).  When a child receives 
the initial retroactive lump sum SSI payment and the retroactive amount 
covers more than six months, local agencies must establish a separate 
“dedicated account” for the initial lump sum payment and keep these 
funds separate from the child’s other resources. A payment of retroactive 
benefits for six months or less can be released to the 
individual/representative payee. These funds do not count as income to 
the individual/child. 
 
THE AGENCY SHALL NOT SPEND THE LUMP SUM FUNDS TO 
REIMBURSE MAINTENANCE COSTS. (ONLY ON-GOING MONTHLY 
SSI PAYMENTS MAY BE USED TO REIMBURSE MAINTENANCE 
COSTS).  LUMP SUM FUNDS OF GREATER THAN SIX MONTHS MAY 
BE USED ONLY FOR MEDICAL TREATMENT, EDUCATION OR JOB 
SKILLS TRAINING IF RELATED TO THE CHILD’S IMPAIRMENT, 
PERSONAL NEEDS ASSISTANCE, SPECIAL EQUIPMENT, HOUSING 
MODIFICATION, THERAPY OR REHABILITATION, OR OTHER ITEMS 
OR SERVICES AS SSA DEEMS APPROPRIATE.  Other items have 
been defined as the following: 
 
 Specialized day care or special education not included in the child’s 

special education program;  
 
 Food and veterinary care for a guide dog; 
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 Repair of walls, carpets, or furnishings that have been damaged by a 
child with a mental impairment; 

 
 Counseling, crisis intervention, respite, or therapeutic foster care 

services not covered by health insurance or public service program; 
 
 Repayment of a past debt, including reimbursement of a creditor 

payee, if the items or services provided were related to the child’s 
impairment and benefited the child; 

 
 Personal aids to facilitate living and learning, such as assistive 

technology for communication and mobility, modified instructional 
materials, and specialized transportation; 

 
 Special food for children with dietary needs or diapers for older, 

incontinent children; 
 
 Increased electrical bills resulting from needed mechanical devices 

that must constantly run. 
 
Impact on eligibility for other resources: Accumulated retroactive funds in 
dedicated accounts do not affect SSI eligibility.  Agencies have six 
months to spend down funds in dedicated accounts before these funds 
impact Medicaid eligibility.  The child’s Title IV-E eligibility may be 
affected if the child is not SSI eligible when the retroactive benefits are 
received. 
 
Local agencies should obtain approval from their local SSA office 
regarding reimbursement of expenditures from the retroactive lump sum 
payment if they have questions about the appropriateness of a 
reimbursement. Local agencies are held liable for these funds if they are 
not used in accordance with the Social  Security Administrations 
guidelines. Local agencies will be required to reimburse the recipient for 
the misuse of any funds identified by the SSA. 

 
5.9.3 SSI AND MAINTENANCE (TITLE IV-E AND STATE POOL FUNDS) 

 
5.9.3.1       It is the responsibility of the service worker to inform the SSA at the time 

of application for benefits or when the agency becomes the 
representative payee for a child who is already receiving SSI whether the 
child is receiving Title IV-E benefits. SSI benefits will be reduced dollar 
for dollar by the amount of Title IV-E funds the child receives. A Title IV-E 
child does not have to receive a Title IV-E payment.  The agency may 
choose to receive only the SSI payment when a child is in a regular 
foster home.  SSI benefits are not reduced for children whose 
maintenance is paid from State Pool Funds.   

 
5.9.3.2 If a Title IV-E child is in a residential facility where the monthly 

maintenance rate is greater than the SSI payment, the child should 
receive Title IV-E benefits to pay for maintenance.  If a child returns to a 
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regular foster home, the worker should inform the SSA of the change in 
placement and maintenance rate so that SSI benefits can be reinstated. 

5.9.3.3 When a child enters a Medicaid funded residential facility, the local 
agency is to notify the Social Security Administration of the placement in 
order to ensure that the child’s SSI benefits are reduced to appropriate 
levels (currently, $30 per month).  

 
5.9.4 OTHER GOVERNMENTAL BENEFITS TO WHICH A CHILD MAY BE ENTITLED 

 
5.9.4.1 The child may be entitled to certain benefits because of the death or 

disability of a parent.  These include Veterans Administration (VA), 
Social Security (SSA), Railroad Retirement, etc. 

 
5.9.4.2 The child may be eligible for medical services under the 

CHAMPUS/TRICARE program, if a parent is in military service. 
 

5.10   Setting Up Special Welfare Accounts 
 
All benefits, including SSI, SSA, and VA for the child are to be placed in a special welfare 
account in the name of the child to be used for expenses on behalf of the child.  For 
information on setting up a special welfare account and refunding expenses, refer to 
Section 12.3 of this Chapter. 
 

5.11   Obtaining A Medical Exam  
 

The service worker is responsible for ensuring that the child receives a medical 
examination, using the Early Periodic Screening, Diagnosis and Treatment (EPSDT) 
program, no later than 60 days after placement. EPSDT is a resource which makes health 
screening and treatment services available to Medicaid eligible children. 
   

5.12   School Enrollment Requirements 
 

The service worker must work with the school in the locality where the child is placed to 
ensure that the child is enrolled in school as soon as possible after placement.  When a 
school change is necessary, the service worker, in cooperation with the parent(s) and foster 
care providers, should: 

 
5.12.1 Provide notice to the school the child previously attended and the school the child 

will attend after placement, if the child is required to change schools.  The school 
division where the child is living is responsible for providing an educational program 
for the child unless the child’s IEP calls for a private special education placement, in 
which case, the CPMT that approved placement of the child into that locality 
becomes responsible (See CSA manual, Appendix B). 

 
5.12.2 Request transfer of the child's school records, including any special education 

evaluations and the IEP when there is one; 
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5.12.3 Refer the child for an evaluation for special education if he or she is suspected of 

having a need for special education services; 
 
5.12.4 Provide appropriate case information as requested to the school division; and  
 
5.12.4 Monitor the child's educational progress through conferences with school personnel, 

attendance at IEP meetings; contact with foster care providers, and parents.  
 

5.13   Setting Up The Payment Process For Providers 
 
The service worker is responsible for ensuring that the foster parents and other service 
providers receive appropriate and timely payments according to local policies and 
procedures. 
 

5.14   Collecting Information That The Child Will Keep 
 

As soon as a child comes into care, the worker and the foster care providers should begin 
collecting information, pictures, mementos, and other items that may be used for a life book 
or given to the child when the child leaves care. (See 9.5.4 and 9.16 for information about 
life books). 


